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One of the benefits of converting our current SJE (Sustain) to eCourt (Sustain) is the fact that it is a Web 

Based application.  This gives us more functionality and will allow users to have access to certain case 

information on-line as well as the ability to file certain case types on-line.   

When filing a new case, payment must be made with a debit or credit card only.  There is an additional 

$10 convenience fee for filing cases on-line.  Subsequent documents must be filed at the court. 

To file a case electronically  you will need to create an eFiling user account. Click on Register to create an 

eFiling user account.   
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Complete the various information requested.  Fields with a red asterisk are required.  
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After you have completed all of the required information and agreed to the Terms of Use, click Create 

new account.   

 

You will receive an email confirming the creation of your account. 

 

You are now ready to file a case. 
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Click the Login button and enter your User Account information. 
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Once you have successfully logged in select File a New Case. 
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Select from one of the case types located at the bottom of the page. 

 

This will take you to the Case Initiation screen.   
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Each Case Initiation screen will give you General Instructions on the specific information needed to file 

your case. 

 

 

 

 

 

 

 

 

 

 



8 
 

For each field, in each panel of information required, such as Case, Plaintiff, etc. there is online help, 

indicated by the question mark in the circle. 
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If you have additional parties to enter, such as an additional plaintiff, click the green plus sign on the top 

right-hand side of the panel header.   
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Or, once you have entered all of the current parties information , you can click the green plus sign at the 

bottom of the Plaintiff information panel. 

 

If you need to clear the information you have entered, click on the X to the right of the panel header. 
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Once you have entered all of the parties of the case you will need to add your documents.  Documents 

must be in PDF format.   
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As stated in the help, to initiate a Civil case the following documents must be filed: 

Civil Case Cover Sheet 

Summons 

Complaint 

Since you know you will have to add at least three documents click on the green plus sign at the bottom 

of the document panel until you have three document panels.  Attach the corresponding PDF document. 

 

Once you have finished click on the Proceed button at the bottom.   
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You will see the following message: 

 

At this time in our testing we are not yet hooked into the payment piece.  Once this is all in place, the 

filer will have to enter the payment information.  Your case is not yet filed with the court.  A clerk will 

review the information and assign a case number.  You will receive an email confirmation with your case 

number and receipt information. 
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To search for your specific case information will need to be logged in.   Especially if the case is that of a 

confidential nature.  Only those parties who are on a confidential case have the ability to view it on line 

and are given a PIN number.   

 

To search for case information generally you do not need to be logged in.  You can select Search from 

the main menu. 
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Read the Search Information – Disclaimer then click on Search Cases at the bottom of the screen. 
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There are various ways in which to search for a case: 

Case Number 

Last Name 

Company Name 

Filed by date  

 

You cannot search by First name only. 

Cases that are confidential will not be returned in the search.  As mentioned earlier, if you are a party on 

a confidential case you will have access to your case information provided you enter the correct PIN 

number given to you. 
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By Case Number. 
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By Last Name. 
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By Company Name. 
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  By Date Range. 
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To view a case click on the case number. 

 

You will be directed to the Case Details.  From here you can select any of the tabs to obtain the 

information you want to view. 
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Filings 
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Parties 
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Documents 
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Events 

 

The Summary, Case Transfer and Exhibits tabs will be removed on the general public view. 


